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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

f
Schedule
No.

1237
Page
No. i Of 2

Maryland Office on Aging Planning t Evaluation Division

Agency Division

Item
No. Description Retention

Administrative File

These files contain information relating to the
planning & evaluation of elder services:

Research data
National, state and local general program infor-

mation, general correspondence, etc.

AIMS/APDS Files

The following is included:

Original copy of AIM-APD program instructions

Area Plan Files

Retain for 3 years then
destroy

The following is included:
Area Plans, instructions, correspondence, etc.

Census Data File

The following is included:
Charts, booklets, etc. containing
demographic information (State-National)

Correspondence Files

The following is included:
Area Plan Correspondence
Correspondence - General Printing Requisitions

- CONTINUED -

Retain for 3 years or until
obsolete, then destroy

Retain for 5 years then
destroy

Retain 10 years or until next
census, then destroy

Retain for 3 years then
destroy

Schedule Approved by Department, Agency
or Division Representative

I

uate Signature v\ Titlp

Schedule Authorized by:

Signature



i.

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule
NO*1237

Page
No. 2 of 2

Item
No. Description Retention

10

Data Management

The following is included:
OoA report formats
Local agency computer systems info
Senior Initiative Funds Expenditure
Routine Correspondence

Legislative Files

Retain for 3 years then
destroy

The following is included:
A. Enacted bills
B. Reference material - proposed bills, bili

analyses, testimony, related research &
correspondence, etc.

Project Files

The following is included:
Correspondence, Notes, Reports, Research data
on medicare, service needs of elderly
Speeches made by Director
Info on United Senior of MD.

Senior Health Insurance Counseling Advocacy Program

A. Retain for 5 years then
destroy

B. Destroy when no longer
needed to accomplish
office mission

Retain for 3 years then
destroy

The following is included:
Fiscal-Programmatic Reports
Correspondence from Public/Private staff
Program Publicity
Long Term Care Insurance - HMO Policies
Medigap Plans

State Plans

Retain for 3 years then
destroy

Includes State Plans, related correspondence,
associated information and data, etc.

-^^Ililiiilililllllllll ^ST ITEM illlilliilllllliliiilpi

Retain for 5 years thereafter
destroy

•.•>



INSTRUCTIONS- -TY*E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS BBO-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 1 OF 1 0

•

DEPARTMENT/AGENCY

ffice on Aging

2 . DIVISION

Planning & Evaluation
3 . UNIT

OEFINITION'RECORD |ES< OF RELATED
ar AS •BIO. *

DS NORMALLY FILED AND USED A* A UNIT PON
ION AMD DHPOSIT1OM M U P B j g l

4 . RECORD SERIES TITLE
Administrative Files B . EARLIEST YEAR/LATEST YEAR

1988 TO 1990

6 . RECORD SERIES DESCRIPTION ( • " • * « - * " » « ' " ™ * TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE Oil FUNCTION OP THESEP/TE8 1

These files contain information relating to the planning and evaluation
of elder services.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

XKLEGAL S I Z E a COMPUTER TAPE

.BOUND BOOK ° FLOPPY DISK

>IO TAPE Q VIDEO TAPE

• OTVCR( SPECIFY)

8. RECORD SERIES SEQUENCE

(X ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER (SPECIFY)

9. VOLI

H FILE DRAWER(S)

a MICROFILM REEL(S)

0 COMPUTER TAPE(S)

O OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)

1/2 • MICROFILM REEL(S)

KTOTFJT a COMPUTER TAPE( S )
Q OTHFPI ftotrr1 c-y 1

I I I . FILE IS USED

0XDA1LY Q WEEKLY O MONTHLY

1 3 . CURRENT LOCATION(S) ( BLDC. .FLOOR.ROOM)

301 W. P r e s t o n S t . , Room 1004

1 2 * FILE BECOMES INACTIVE AFTER

HPlW °"°"™<S) ^VEARtS)

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
I IP YES, SPECIFY /.OEKCY OR OFFICE)

a YES a NO

IS. ftrCFc«r RESTRICTIONS • YES • NO
( I P YES. CITE L A t i f ) A RKOU1_ATION( S)

1 6 . AUDIT REQUIREMENTS

>CkNONE • STATE • FEDERAL • INDEPENDENT

1 7 . I S AN INDEX SYSTEM U S E D ! ( I F YBS.KXPLJUN

B R I E F L Y AKD DESCRIBE ANY H A R D I A R B / B O P T W ,

a YES oc NO

1 8 . RECOMMENDED RETENTION

Retain 3 years then destroy-

AND TITLE °P PREPAfCR

"Janice 3rzezinski ^
Management Info. Officer'

2 1 . DATE
5/10/90

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )



INSTROCT t QMS • • TY.*E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS 1 8 0 * 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 2 7 8

JESSUP. MARYLAND 2 0 7 9 4

,S

AGENCY RECORDS INVENTORY

PACE _£ or 10

•

DCFARTMENT/AGENCY

ffice on Aging

2 . DIVISION

Plannina & Evaluation

3. UNIT

DEFINITION- IBS. o r RXLATKO NOB NORMALLY1 FIUOB AND USKO AS A UNIT
A» WTKTCTtON AMD D U W l l T t e W P l m w i m

4 . SERIES TITLE

AIMS/APDS F i l e s
8 . EARLIEST YEAR/LATEST YEAR

1990 TO 1990

«. RECORD SERIES . •RIKP1.Y DBSCKIBK TMS TYKES OP INFOfpftON /"•"•"••*"• » » • • • « • • » irtm, i r r m i sir inrvauTION/DOCUMNTt/FOItM
•IN THE SERIES. INCL.UDK TNK PURPOSE OH FUNCTION OP TNK SI

These files contain original copies of all AIM and APDS (program

instructions) issued to local aging agencies.

:nes)

7. RECORD SERIES FORHAT(S)

• LETTER S1ZS O MICROFILM

D LEGAL SIZE • COMPUTER TAPE

^ 1 BOUND BOOK ^FLOPPY DISK

^•FAUDIO TAPE ° VIDEO TAPE

3 OTHER( SPECIFY)

rina binders

8 . IIES SE

O ALPHABETICAL

fl NUflCRICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOUAK

0 FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER(SPECIFY)
ring binders

10. ANNUAL ACCUMULATION
0 FILE DRAWER(S)

^ a MICROFILM REEL(S)
RGmUT a COMPUTER TAPE(S)

>O crTHF»nspin-trv; b i n d e
I I . FILE I S USED

0 DAILY C-XHEEKLY O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
3 a MONTH(S) S YEAR(S)

1 3 . LOCATION(S) (

301 W. Presion S t . , Room 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I I F w t , a n c i P Y /.anrcr OR O F P I C B }
Ct YES Q NO Each d iv i s ion wi th in OoA

ma i n f a i n s a CODV

IS. " T i r " RESTRICTIONS • YES • NO
(IF YIB, CITI UAlis) * RMULATIONit)

1 6 . AUDIT REQUIREMENTS

O NONE 0 STATE O FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F VKB.KXFLAIN

• R I I P L V AKD OCfCKIIK ANY HAROVAKK/ SOFTVAf

Q YES 1% NO

I B . RETENTION

3 yrs or until obsolete, then
destroy

?T:'

i >» i t < •' ' J

t NAME AMD TITLE O F PREPAHEH

Janice Brzezinski
Manaaement Info. Officer'

2 1 . i O A T S
5/10/90

DCS 3 3 0 - 4 (REVI 2/87)



INSTRUCT 1 CMS - -TY.*E OH PRINT A
SEPARATE FORM FOR EACH NEW OR

.REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(DCS SBO-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P . O . BOX 278
JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 3 OF 1 0

t DCPARTMENT/ACENCT

ffice on Aging

2 . DIVISION

Plannina & Evaluation
S. UNIT

DEFINITION' OF RELATES KCOROI NORMALLY PILES AND USEO AS A UNIT
A» muHiiew AND DitpeaiTicw ww>a»w

4 . 1ES TITLE
Area Plan Files

8 . EARLIEST YEAR/LATEST YEAR

1986 TO 1990

• . SERIES DESCRIPTION ( B R I K F t > T DKSCRIK TMK TYPES OP* INPORMATI ON/DOCUMENTS/PORM* POUND
IN THE SERIES. INCLUDE TMK PURPOSE ON FUNCTION OP TMS SE»MES]

Files contain copies of yearly Area Plans submitted by local

aging agencies.

7 . RECORD SERIES FORMAT(S)

Q LETTER S I Z E O MICROFILM

O LEGAL S I Z E ° COMPUTER TAPE

^ L BOUND BOOK O FLOPPY DISK

^•WVUDIO TAPE ° VIDEO TAPE

0XDTHER( SPEC 1FY J

Ring binders

8 . RECORD SERIES SEQUENCE

>£X ALPHABETICAL

• NUMERICAL

0 CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

1 1 * FILE IS USED
Q DAILY K WEEKLY 0 MONTHLY

1 3 . CURRENT LOCATION!S) ( BLOC. .FLOOR.ROOM)

301 W. P r e s t o n S t . , Room 1004

IS . ACCESS RESTRICTIONS • YES Ot NO
( I P v n . C I T S t-Awim) a RnuuATioNlt)

1 7 . I S AN INDEX SYSTEM USSDT ( | p V I I . E X P L A I N

•RIKPUV AKD D I f C R I H ANT HARDIARC/ lOPTWARK 1

O YES S NO

^ ^ N A f c K AND TITLE OF PREPARER

Janice Brzezinski
Manaqement Info. Officer*'

9 . VOLUME

° FILE DRAWER(S)
4 0 MICROFILM REEL(S)

s h e l v e s o COMPUTER TAPE(S)
N U M M N H OTHER(SPECIFY)

book case
1 0 . ANNUAL ACCUMULATION

1 0 FILE DRA»ER(S)
S h e l f ° MICROFILM REEL(S)

RuTOir a COMPUTER TAPE( S 1
DMMTP|RPPriFY1Shelf

1 Z * PILE BECOMES INACTIVE AFTER
1 a MONTH(S) XI YEAR(S)

NUMBER

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
( I P TES, SPEC1PV AOEKCT OW OPPtCB)

B YES a NO Each OoA Division has
r i i r r p n r y p a r ' q p l a n

1 6 . AUDIT REQUIREMENTS

X3 NONE Q STATE • FEDERAL ° INDEPENDENT

1 * . RBCOMMKNDED RETENTION

5 years, then destroy

225-1270

21. DATE 5 / 1 0 / 9 0

DCS 330-4 (REVISED 2/87)



' INSTRUCTIQNS-'TY/'E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO'1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 279

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 4 OF 10

•
DCFAR1 r/AGENCT

ffice on Aginq

2 . DIVISION

Plannina & Evaluation
3. UNIT

DEFINITION' IBS' or
AS rau. AS ramrr

OS NORMALLY FILES AND USED AS A UNIT
tew AMD DISPOSITION PtlRPOBg«

4 . IES TITLE

Census Data Files
B . EARLIEST YEAR/LATEST YEAR

1980 TO 1990

«. S3ERIES IPTION / B R I K F L T o n e m u n o t TYPES o r INFORMATION/DOCUMENTS/FORMS TOUND
IN THE SERIES. INCLUDE TMK PURPOSE OM rUNCTION OF TNK » m C I |

This files contains census data for demographic information on

the elderly population

7 . RECORD S E R I E S FORHAT(S)

O LETTER S I Z E Q MICROFILM

XXLEOAL S I Z E ° COMPUTER TAPE

Q BOLND BOOK ° FLOPPY DISK

^PkUDIO TAPE a VIDEO TAPE

Q OTHER( SPECIFY)

8 . RECORD SERIES I

XIX ALPHABETICAL

a NUMERICAL

a CHRONOLOGICAL

0 GEOGRAPHICAL

• OTHER( SPECIFY)

II . FILE I S USED

• DAILY S WEEKLY O MONTHLY

• .

S FILE DRAKR(S)
Q MICROFILM REEL(S)
° COMPUTER TAPE(S)
0 OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

B FILE DRAVER(S)

P a r t i a l ° MICROFILM REEL(S)

RtBinr0 COMPUTER TAPE(S)

12. FILE CCOMES INACTIVE AFTER

a MONTH(S) yd YEAR(S)

I S . LOCATION(S) (ELDG. .FLOOR.ROOM)

301 W. Preston S t . , Room 1004

14. IS RECORD SERIES DUPLICATED ELSEVHERET

I IF YTS, SPtCIFV AOBNCT OK OFFICE)
Q YES 0 NO

13. ' ^ T ^ * 5 RESTRICTIONS • YES • NO
( IF Y M , CITE LAS(s) A> RIOULATI ON ( S )

1 6 . AUDIT REQUIREMENTS

X^NCNE a STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF YES.EXPLAIN
BRIIFLY AKO DESCRIBE- ANY HARDWARE/8OPTW4

a YES ox NO

I I . RECOMMDIDES RETENTION

10 years or until next

census, then destroy

t INAME AND TITLE OF PREPARER
ranice Brzezinski

Management Info. Officer"''

ZI . OATS
5/10/90

DGS 3 S O - 4 (REV1 2/87)



• INSTRUCT t CMS - - TY/*E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 1 8 0 - 1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD

P . O . BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 5
or 10

•

DEPARTI IT/AGENCY

ffice on Aging

2 . DIVISION

Plannina & Evaluation

3. UNIT

DEFINITION' IE3- »V PtLKD AND USKO
riOH AND DIBPOl lTtew Ptnwqa

AS A UNIT rO*

4 . IKS TITLE

Correspondence Files
8 . EARLIEST YEAR/LATEST YEAR

1988 TO 1990

• . SERIES DESCRIPTION ( mmtmwur enemas TMS TYPM
IN TW SERIES.

Or INFORMATION/DOCUMENT*/FORMS POUND
INCLUDK TNK PURPOSE Oil FUNCTION OP TH« U i n e S ]

Files contain, general correspondence/information on Division
activities.

7. RECORD SERIES FORMAT(S)

XKLETTER SIZE O MICROFILM

Q I g u m , S I Z E ° COMPUTER TAPE

Q BOtMD BOOK O FLOPPY DISK

^ P u j D I O TAPE Q VIDEO TAPE

a OTHER( SPECIFY)

8 . RECORD SERIES S B

XX ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9.
x » FILE DRAWER(S)

O MICROFILM REEL(S)
, 0 COMPUTER TAPE(S)

NUMMN n OTHBHJSPCCPY)

to . ANNUAL ACCUMULATION

S FILE DRAWER(S)
2/2 a MICROFILM REEL(S)
KUBOW ° COMPUTER TAPE( S )

II . FILE IS USED

63 DAILY a WEEKLY • MONTHLY

I Z * FILE BECOMES INACTIVE AFTER
3 a MONTH(S) M3 YEAR(S)

MUUBIB

I S . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)

301 W. Preston S t . , Room 1004

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
I IF YTS, S K C I F Y AOEKCY OK OPPICs)
a YES CXNO

I S . RESTRICTIONS a YES a NO
(IP m , CITS ! -*•( • ) & mauLATIONid

16. AUDIT REOJUII

XXHONK a STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM
BRIKPLV AKD DKBCHI •

a YES sx NO

t { IP VKS.KXPLJUN
ANT HAROIAM/ BOPTVAM i

I S . RETENTION

3 years, then destroy

kNAMK AND TITLE OF

^Tanice Brzezinski
Management Info. Officer*

2 1 . OATV 5/10/90

OGS 330-4 (REVISED 2/87)



• INSTRUCT?CMS- -TY.*E OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION fiCHKDUU

(DCS 810-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 6 or 10

•

DEPAR1 17 AGENCY

fice on Aging

2 . DIVISION

Planning & Evaluation
S. LIMIT

DEFINITION' !IES« » mLA-ra RseoRoa NORMAU.Y PILKO AND u i n A« A UNIT
AS reu. AS wmnrnew AMO DISPOSITION ptm»ti«m

4 . IES TITLE

Data Management

8 . EARLIEST YEAR/LATEST YEAR

1990 TO 1990

«. IES IPT1ON immtmWt-T DSSCRIMC TMK TYPKS OF" INPeRMATtON/DOCUMBtTS/POf
'IN TIC SERIES. INCLUDK TMK PURPOSE Oil FUNCTION OP TMK U R i e B ]

These files contain information relating to the data

management activities of the OoA.

7 . RECORD S E R I E S FORMAT(S)

• LETTER S I Z E O MICROFILM

XX LEGAL S I Z E • COMPUTER Ti

Q BOUND BOOK 3 FLOPPY DISK

^PLuDIO TAPE Q VIDEO TAPE

a OTMCR( SPECIFY)

8 . RECORD SERIES

S ALPHABETICAL

• mmiCAL

0 CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER( SPECIFY)

II . FILE IS USED

OXDAILY 0 WEEKLY • MONTHLY

f. VOLUME

)O FILE DRAWER(S)

O MICROFILM REEL(S)

j J L _ a COMPUTER TAPEfS)

n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)

1/2 0 MICROFILM REEL(S)

kliUUH ° COMPUTER TAPE(S)

1 2 . FILE BECOMES INACTIVE AFTER

a MCNTH(S) QtYEAR(S)

1 3 . CURRENT LOCATION(S) (

301 W. P r e s t o n S t . , Room 1004

14. IS
(IF
DC YES

RECORD SERIES DUPLICATED ELSEWHERBT

. SPECIFY /.OCNCY OK OFFICE)
a NO Report format maintained

bv earh division

is. RESTRICTIONS Q YES S NO

( I F Y K t , CITS I_A«(S) * RKauUATION(s)

1 6 . AUDIT REQUIREMENTS

*° NONE Q STATE O FEDERAL ° INDEPENDENT

17 . I S AN INDEX SYSTEM USED7 ( IP V I l . U t r t A I N

B R I I P L Y AND OMCKIBI ANY HAnDVARK/18OPTW4

a YES Q< NO

I * . RETENTION

years, then destroy

I A M M C AMD TITLE OF

^ranic
•ARER

nice Brzezinski
Management Info. Officer*

2 1 . DATE

5/10/90

DCS 3 3 0 - 4 (REVI 2/87)



' INSTRUCTIONS- »TY.^ OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS SIO-1 )

DCFAHTMENT UF UENEKAi. i£HVICE5
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE J_ or 1 0

I . DEFARTMENT/J

Fffice on Aging

2 . DIVISION

Planning & Evaluation

3 . UNIT

DEFINITION- RECORDS nommi LT PILED AND USED AS A UNIT
*• •""• *• RETENTION AMP oisposiTtoti P W M I W

4. IES TITLE
Legislative Files

B . EARLIEST YEAR/LATEST YEAR

1988 TO 1990

«. IPTION ( r a i B P > - V D X C I I I U TMK TYPES OF IMPORMATIOM/DOCUMENTS/PORMS POUND
-IN TW SERIES. INCLUDE TMK PURPOSE OR PONCTtON OP TMKSERIES )

These files contain information on state legislation proposed

enacted which has an impact on the elderly.

7 . RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

>QxLEaAI. SIZE D COMRJTER TAPE

0 BOUND BOOK ° FLOPPY DISK

>IO TAPE Q VIDEO TAPE

a O I » R ( SPECIFY)

8 . RECORD SERIES E

0 ALPHABETICAL

a mmicAL

a onoNOLoaiCAL

° OEOCRAPHICAL

• OTHER( SPECIFY)

» .

& FILE DRAWER(S)
a MICROFILM REEL(S)
° COMPUTER TAPE(S)
° OTHCR(SPECIFY)

tO. AM4UAL ACCUMULATION

£ FILE DRAWER(S)
2 ° MICROFILM REEL(S)

RGOUirC COMPUTER TAPE(S)
, O on<irB(BBFrigv)

II . FILE IS USED

AC DAILY a WEEKLY • MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
O MONTH(S) SYEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDG. .FLOOR.ROOM)

301 W. P r e s - o n S t . , Room 1004

1 4 . IS RECORD SERIES DUPLICATED ELSEWMERST
I IP YES, SPKC1PT /.OEKCT Oil O P P I C B )

ôcrc a MO other OoA ^fPjc^sfLle

IS. »'-'-«•«« RESTRICTIONS • YES • NO
( IP W S , CITE LAEis) * mailMTIONls)

I « . AUDIT RCQUII

Qt NONE O STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM
BRIIFLr AKO BMCm

a YES xx NO

T ( IP YE«.EXPLAIN
ANY HARDWARE./ 8OPTW/I

IS. RETENTION

3 yrs (data on significant,
on-going issues is
retained indefinitely)

then destroy

kNAftK AMD TITLE OF PREPARER

fanice Brzezinski
Manaaement Info. Officer*

2 1 . DATE
5/10/90

OGS 3 3 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS- »TY.*E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS 1 1 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P . O . BOX 278
JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 8 or 10

*

DEFARTMENT/AGENCY

'ffice on Aging

2 . DIVISION

Plannina & Evaluation

3. UNIT

DEFINITION* mceonoa Nomuixr FII_KD AND USSB
AM WIHWIICW AMD ellPOllTtOM t̂n*»O«

AI A UNIT ran

4 . IE8 TITLE

Project Files
8 . EARLIEST YEAR/LATEST YEAR

1988 TO 1990

«. IES IPTION (mm%KWt-r BBSClliaB THK TTFM OP INFORMATION/DOCUMENT*/I
•IN THE SERIES. INCLUDE TUB FURFOSE Oil FUNCTION OF TMK l i n M I

These files contain information on Division projects.

1 7. RECORD SCRIES FORMAT(S)

: O LETTER SIZE O MICROFILM

8 LEGAL SIZE • COMPUTER TAPE

QBOUND BOOK a FLOPPY D I S K

^ L J D I O TAPE a VIDEO TAPE

a OTHER( SPECIFY)

8 . RECORD SERIES SEQUENCE

% ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

• OTHER( SPECIFY)

1 1 " FILE I S USED
<2 DAILY c WEEKLY O MONTHLY

1 3 . CURRENT LOCATION! S) ( BLDC. .FLOOR.ROOM)

301 W. P r e s t o n S t . , Room 1004
11 ACCF«« PF«T»«CT«O*« a YES • NO

( I F m , CITE uAsis) * RKOUUATIONII]

1 7 . I S AM INDEX SYSTEM USEDT ( I F VKS.BXPLAIN

B R I B F L Y AKO D I I C R I I I ANT H A R O I A K K / S O P T « A U 1

• YES 3 NO

^^NAMK AMD TITLE OF PREPARER

^Tanice Brzezinski
Management Info. Officer^

9 . VOLUME

0 FILE DRAWER(S)
0 MICROFILM REEL(S)

5 a COMPUTER TAPE( S J
N U M M " D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
XQ FILE DRA«ER(S)

2 D MICROFILM REEL(S)

fnjsnr a
 COMPUTER TAPE(S)
Q MVEBISPTCurvi

1 2 ' FILE BECOMES INACTIVE AFTER
3 O MONTH(S) XJ YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSEVHERET
( I F VTS, S K C I F T /.OKNCY OK OFFIC8)
° YES K N O

IS . AUDIT REQUIREMENTS

B NONE a STATE • FEDERAL • INDEPENDENT

i * . mrrnanniDED RETENTION ' ^ .

3 y e a r s , the.i destroy.

225-1270

21. DATE 5 / 1 0 / 9 0
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' IMSTRUCTlOns- -TY^E OR PRINT A
SEPARATE FOf84 FOR EACH NEW OR

.REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(DCS 1 1 0 . I

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD

P . O . BOX 273
JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or
10

•

OEPART1 I7AGENCT

fice on Aging

2 . DIVISION

Plannina & Evaluation

S . UNIT

DEFINITION- IIE3< M M NOMULLV PILKD AND U t l D A* A UNIT FOW
AS W U . AM mUHTfOW AMD O U P O I I T i e M P I H W 1 M

4 . SCRIES TITLE
Senior Health Insurance Counseling Advocacy

» . EARLIEST YEAR/LATEST YEAR

Prdgram 1988 TO 1990

«. SERIES DESCRIPTION ^ n t m n - r B M C » I » « TtOt TYPE* Or INPenUTtON/DOCUWNTt/niMfl POUND
IN THE SERIES. INCLUDE TMK PURPOSE OH FUNCTION OP THE •EPTTES ]

These files contain programmatic information on the

activities of SHICAP

7 . RECORD SERIES FORMAT(S)

CKLETTER S I Z E ° MICROFILM

• LEGAL. S I Z E a COMPUTER TAPS

^ ^ O U N D BOOK a FLOPPY DISK

V w j D I O TAPE ° VIDEO TAPE

a OTHER(SPECIFY)

Ct ALPHABETICAL

• NU4KRICAL

• OffSNOLOOICAL

0 GEOGRAPHICAL

• OTHER( SPECIFY)

1 1 * FILE IS USED
D DAILY B WEEKLY ° MONTHLY

1 3 . CURRENT LOCATION! S) ( BLDG. .FLOOR. ROOM |

301 W. P r e s t o n S t . , Room 1004

I S . ACCg«W RESTRICTIONS • YES • NO
( I P W S , CITS LAVis) * ftEOULATIONls)

17 . IS AN INDEX SYSTEM USEDT ( | p VKS.EXPLAIN
•RIKPLT AKB DIICXIII ANY HARDSARE/SOFTWARE I

a YES CK NO

I^ANAOK AMD TITLE O F PREPARER

Janice Brzezinski
Management Info. Officer"'

t . VOLUME
tt FILE DRAWER(S)
O MICROFILM REEL(S)

1 ° COMPUTER TAPE(S)
NUMBER Q OTHEpjspecj^Yj

33 FILE DRAWER(S)

1 0 MICROFILM REEL(S)
TOBlTirD COMPUTER TAPE(S)

Q OTHFI»IR»>lP«-t«rV»

1 2 • FILE BECOMES INACTIVE AFTER

^ °MCNTH(S, avEAR«S,

1 4 . IS RECORD SERIES DUPLICATED ELSEVHERET
1 IP VKU, SMCIPY AOEKCT OR OFFICE)
Q YES B NO

1 6 . AUDIT REQUIREMENTS

QCNCNE 0 STATE ° FEDERAL ° INDEPENDENT

I S . fSCOMMNDED f&ILNTION

3 y e a r s , then d e s t r o y

•" * ' I ' $ i " If '• *'e~t *"""" I

• *

5 • - »

225-1270

21. OATBJ 5 / 1 0 / 9 0 J

DCS 53 0-4 (REVISED 2/87)



INSTRUCT?CMS- -TY/*E OR PRINT A

SEPARATE FORM FOR EACH NEW OR

.REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION

(DCS 8 8 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 10 or 10

* ffice on Aging

2 . DIVISION

Plannina & Evaluation
3 . UNIT

DEFINITION- IES< W RELATED RECORDS NORMALLY PILES AND USED A* A UNIT

AS EELL AS wruwTtew AMP DISPOSITION FOTPBIW

4 . IES TITLE

State Plans
B • EARLIEST YEAR/LATEST YEAR

1986 TO 1990

t. IES DESCRIPTION / < m l K P L T M l a " K ™ * TYPES Or INFORMATION/DOCUMENTS/!
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP TMB SERIES J

These files contain copies of yearly State Plans submitted to the

Administration on Aging.

7 . RECORD SERIES FORHAT(S)

g LETTER S I Z E • MICROFILM

a UEGAi. S I Z E Q COMPUTER TAPE

^ ^ O U N D BOOK O FLOPPY DISK

^ P L j D I O TAPE Q VIDEO TAPE

Q OTHER( SPECIFY]

8 . RECORD SERIES SEQUENCE

5P ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER( SPECIFY)

1 1 * FILE IS USED

Q DAILY ° WEEKLY 0 MONTHLY

1 3 . CURRENT LOCATION(S) ( BLDC. .FLOOR.ROOM)

301 W. P r e s t o n S t . , Room 1004
1« Arc-ifcv: DpcquiPTICNS D YBS Q MO

( IF m , CITS utais) & RUULATIONI*)

17. IS AN INDEX SYSTEM USEDT ( IP V H . U C P U I H
BR1 BPUY AKO OHCR 1 • • ANY H A R D I A M / SOPTVARK I

a YES ft NO

l^^MAMC AND TITLE O F PREPARER

Janice Brzezinski
Management Info. Officer*'

8 . VOLUME

XOC FILE DRAWER(S)
0 MICROFILM REEL(S)

2 ° COMPUTER TAPEf S )
NUMMR n O T H n , ( S p c C | P r ,

1 0 . ANNUAL ACCUMULATION
>0 FILE DRAWER(S)

1 / 4 O MICROFILM REEL(S)
R G B m r a COMPUTER TAPE(S)

0 MtTBlcarrirvi

>*• FILE BECOABS INACTIVE AFTER

-rmmrw D MONTH, s , a YEAR (S,

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
l l P YES, SPKC1PY /.OKNCT OR OFFICE]
Q YES @ NO

1 6 . AUDIT REQUIREMENTS

O NONE • STATE • FEDERAL • INDEPENDENT

! • • RECOMMENDED RETENTION

5 years, then destroy

225-1270

2 1 . DATE
5/10/90

DCS 53 0-4 (REVISED 2/87)


